
OFFICE MANAGER 
8QGHU�WKH�VXSHUYLVLRQ�RI�WKH�5HFUHDWLRQ�'R\OH�'LUHFWRU�LV�UHVSRQVLEOH�IRU�RYHUVHHLQJ�WKH�GDLO\�DGPLQLV�
WUDWLYH�VXSSRUW�DQG�ILQDQFLDO�DFWLYLWLHV�IRU�WKH�'R\OH�&RPPXQLW\�&HQWHU��� 

(VVHQWLDO�)XQFWLRQV� 

3UHSDUHV�PRQWKO\�UHSRUWV�UHJDUGLQJ�GDLO\�'R\OH�&RPPXQLW\�&HQWHU�RSHUDWLRQV�WR�WKH�'R\OH�	�5HFUHDWLRQ�'LUHF�
WRU���$VVLVW�+XPDQ�5HVRXUFHV�FRRUGLQDWLRQ�SHUVRQQHO�PDQDJHPHQW�DFWLYLWLHV�LQFOXGLQJ�LQWHUYLHZLQJ�DQG�UHFRP�
PHQGLQJ�DSSOLFDQWV���5HTXLUHV�ZRUNLQJ�DW�WKH�GHVN��DVVLVWLQJ�'HVN�6XSHUYLVRU�ZLWK�VFKHGXOLQJ�VWDII��PDQDJH�
PHQW�RI�VWDII�WLPHVKHHWV��DQG�KHOSLQJ�ZLWK�RWKHU�IDFLOLW\�IXQFWLRQV�DV�QHHGHG���5HVSRQVLEOH�IRU�HQWHULQJ�DQG�YHULI\�
LQJ�DFFXUDF\�RI�PHPEHUVKLSV���$QVZHUV�SXEOLF�LQTXLULHV�UHJDUGLQJ�ELOOLQJ��PHPEHUVKLSV��SURJUDPV��SROLFLHV�DQG�
SURFHGXUHV���3URFHVVHV�PRQWKO\�ELOOLQJ����$VVLVWV�'LUHFWRU�LQ�SUHSDULQJ�SUHOLPLQDU\�DQQXDO�EXGJHW�IRU�DUHD�RI�UH�
VSRQVLELOLW\��0RQLWRUV�H[SHQGLWXUHV�DQG�SURSRVH�ILVFDO�UHFRPPHQGDWLRQV�WR�WKH�'LUHFWRU���(QWHUV�DQG�PDNHV�GDLO\�
GHSRVLWV�DQG�PRQWKO\�EDQN�UHFRQFLOLDWLRQ�RI�DFFRXQWV�DV�DVVLJQHG�E\�WKH�&LW\���$VVLVW�ZLWK�RUGHULQJ�RI�VXSSOLHV���
$VVLVW�LQ�SUHSDULQJ�DQG�ZRUNLQJ�GXULQJ�VSHFLDO�HYHQWV���0XVW�EH�ZLOOLQJ�WR�ZRUN�HYHQLQJV�DQG�ZHHNHQGV�DV�DV�
VLJQHG���2WKHU�GXWLHV�DV�DVVLJQHG�E\�WKH�'LUHFWRU� 

(GXFDWLRQ� 

+LJK�VFKRRO�GLSORPD�RU�HTXLYDOHQW�ZLWK�DGYDQFHG�FRXUVHZRUN�LQ�DFFRXQWLQJ�DQG�DGPLQLVWUDWLYH�ILHOG���$VVRFLDWH¶V�
'HJUHH�LQ�$FFRXQWLQJ�SUHIHUUHG� 

([SHULHQFH� 

7KUHH�WR�ILYH�\HDUV¶�H[SHULHQFH�LQ�DFFRXQWLQJ�ERRNNHHSLQJ��FXVWRPHU�VHUYLFH��JHQHUDO�RIILFH�SURFHGXUHV��
NQRZOHGJH�RI�0LFURVRIW�SURGXFWV��DQG�PXVW�EH�DEOH�WR�PXOWL-WDVN� 

3K\VLFDO�5HTXLUHPHQWV� 

$ELOLW\�WR�HQWHU�DQG�UHWULHYH�FRPSXWHU�LQIRUPDWLRQ� 

$ELOLW\�WR�DFFHVV�GHSDUWPHQW�ILOHV��OLIWLQJ�DQG�FDUU\LQJ�PDWHULDOV�ZHLJKLQJ�XS�WR����OEV� 

3URORQJHG�EHQGLQJ��VWRRSLQJ��UHDFKLQJ��VLWWLQJ�DQG�RU�VWDQGLQJ�DV�UHTXLUHG� 

>7KH�TXDOLILFDWLRQV�OLVWHG�DERYH�DUH�LQWHQGHG�WR�UHSUHVHQW�WKH�PLQLPXP�VNLOOV�DQG�H[SHULHQFH�OHYHOV�DVVRFLDWHG�
ZLWK�SHUIRUPLQJ�WKH�GXWLHV�DQG�UHVSRQVLELOLWLHV�FRQWDLQHG�LQ�WKLV�MRE�GHVFULSWLRQ���7KH�TXDOLILFDWLRQV�VKRXOG�QRW�EH�
YLHZHG�DV�H[SUHVVLQJ�DEVROXWH�HPSOR\PHQW�RU�SURPRWLRQDO�VWDQGDUGV��EXW�DV�JHQHUDO�JXLGHOLQHV�WKDW�VKRXOG�EH�
FRQVLGHUHG�DORQJ�ZLWK�RWKHU�MRE-UHODWHG�VHOHFWLRQ�RU�SURPRWLRQDO�FULWHULD�@ 

Applications are available at City Hall  
or on our website at sturgismi.gov/HR 

The City of Sturgis is an Equal Opportunity Employer. 


